
Corporate Execu� ve Assistant
On behalf of our client Wakefi eld Quin, we are seeking 
qualifi ed candidates for the role of Corporate Execu� ve 
Assistant. The successful candidate will be responsible for 
providing advanced support to Director and two Senior 
Counsel, with du� es that will include but not be limited 
to:  

• Performing a range of secretarial func� ons including 
audio transcrip� on, dra� ing/edi� ng correspondence 
and complex legal documents and organizing/ 
scheduling client mee� ngs, o� en interac� ng with 
clients on the phone or via email

• Managing new client ma� ers including collec� on of 
KYC; coordina� ng client invoicing including � me entry 
into PCLaw and the collec� on of accounts receivables

• Fund administra� on including distribu� on of 
statements to investors, liaising with investor 
rela� ons team/shareholders, responding to audit 
requests 

• Corporate administra� on including fi ling documents 
with government authori� es and arranging payment. 

• Providing General Manager with clerical assistance, 
prepara� on and edi� ng correspondence/reports 
and immigra� on applica� ons and arranging ad hoc 
company/corporate hospitality func� ons

QUALIFICATIONS/SKILL REQUIREMENTS:

• A  Bachelor’s degree level of educa� on in business 
administra� on or related discipline 

• At least 2 years’ recent experience in a similar 
posi� on preferably within a legal or professional 
services environment. The ability to demonstrate 
familiarity with legal terminology would be preferred 

• Proven organiza� onal skills with the ability to handle 
mul� ple tasks with � ght deadlines 

• Understanding and experience in employment law 
and work permit policies together with strong project 
management skills

• Computer profi cient with Microso�  Offi  ce, Adobe 
Acrobat and strong document edi� ng skills

• Must be highly mo� vated, with a fl exible a�  tude 
towards adop� ng addi� onal responsibili� es

Closing date for applica� ons: April 1, 2016

Laura Jackson
441.296.0497
laura@iep.bm
www.iep.bm

Submit a detailed 
resume


